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PREFACE 

The years foUowmg the Great War have seen a large 
number of ex-Service men's dubs added to the hst 
of workmg men’s dubs registered under the Indus- 
trial and Provident Soaeties Act, 1893 The success 
or otherwise which has att^ded the development 
of mdividual dubs has often been largdy, if not 
entirely, governed by the measure of care and skill 
that has been brought to the keeping of the 
finanaal records Good accountmg is a valuable 
aid to management and control, and dub members 
will do well at their general meetmgs to take a 
httle thought, when appomtmg then committee and 
officers, as to the qualifications of the candidates 
for the posts for which they seek election 
I ivish to thank the Umted Services Fund for 
permission to use specimen pages from then Club 
Account Books It should be noted that these books 
are supphed only to ex-Service men’s dubs (See 
footnote on page 2 } 


C A H. 
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CHAPTER I 

INTRODUCTORY 

There is no lack of voluntary assistance m the ex-Semce 
and working men's movement While, however, many are 
wilhng to help, there are posts which are difficult to fill 
satisfactorily, unless the candidates possess some par- 
ticular techiucal qualification Among these is the office 
of honorary treasurer, who should possess somethmg more 
than a rudimentary knowledge of how to keep accounts 
These notes are offered m the hope that some httle con- 
tribution may be made towards reducmg the number of 
dubs whose accounting may be open to adverse cnticism 
by the Registrar of Friendly Soaeties, and also to assist 
the wilhng worker who may undertake the duties of 
honorary treasurer of a dub, and who may fed that a 
httle more light on the details of his work would be 
helpful 

It IS not possible here to attempt any explanation of 
dementary book-keepmg prmaples A workmg know- 
ledge of double-entry is assumed, and book-keepmg terms 
m general use have been used as tendmg to brevity m 
explanation 

Neither are any lengthy detailed explanations given 
m the text on Hie tedmicahties of balancing, as the 
apphcation of the book-keepmg theory to any given 
problem is more readily lUus^ted by examples 
In the illustrations given, an endeavour has been made, 
so far as IS consistent with economy of space, to cover the 
workmg from the commencement of the financial year to 
the completion of the annual accounts at its tenmnation 
The method of account-keepmg illustrated, is based on 
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the standard set of books designed by the United Services 
Fund ^ for the use of dubs, and with reference to the final 
accounts and statements reqmred to be filed by dubs 
registered under the Industnal and Provident Sodeties 
Acts, 1893 to 1928. 

It IS hoped they may be of assistance to the voluntaiy 
worker who may undertake the duties of honorary 
treasurer, by sunphfymg his work, by reducmg the time 
necessary for the keeping of accurate and luad financial 
records, and by enablmg him, at frequent and regular 
intervals, to watch the progress of the dub, vuthout add- 
mg to the work his task demands 

No attempt is made to cover questions of general 
admmistiation, except so far as they afiect the book- 
keepmg, and therefore only the boolb used for purdy 
book-keepmg records are dealt vath, namdy. Cash Book, 
Petty Cash Books, General Ledger, Personal Ledger, 
Subscnption Receipt Books (mdudmg Bntish Legion 
Stamped Receipts) and General Receipt Book 

In addition to the actual books, certain other forms 
will be found convement and will simphfy the honorary 
treasurer's work These are illustrated, and their use 
described at the appropnate stages, 

^ Tbe set of books publiAed by the United Services Fund for tiie 
use of ex-Service men's clubs may be obtained by such dubs from the 
headquarters of the Fund, 29 Cromwell Road, London, S VST 7 The 
set compnses the foUowmg bo^, which may be obtamed separatdy if 
desired 

For Usb of thb Steward 

1 Cash Takings Book 

2 Goods Received Book 

3 Allowance Book 

For Use of the Secretary 

4 Order Book 

5 Subscription Book 

6 Subscnption Receipt Book 

7 General Receipt Book 

8 Minute Book 


For Use of the IhsAsuRER 

9 Cash Book 
zo Petty Cash Book 
II Stod±akmg Book 
Z2 Ledger 
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It is assumed m the illustrations given that the club 
IS a gomg concern In the case of a new dub, any special 
difficulties which anse will be m connection with the 
capital arrangements and the expenditure mcurred m 
eqmppmg and laundnng the dub These matters do not 
come withm the scope of these notes 



CHAPTER II 

COMMENCEMENT OF FINANCIAL YEAR 

On the completion of the previous financial year a Balance 
Sheet will have been drawn up, and the books closed m 
accordance therewith The open balances to be brought 
forward to the new year wiU be those appeanng m the 
Balance Sheet The Balance Sheet, as set out m the 
Annual Return, may be taken for the purpose of illustra- 
tion (see pp 6 and 7) 

The figures (given opposite) will appear m Tnal 
Balance form as shown 

These balances may conv^ently be grouped m the 
manner indicated for the purpose of openmg the books 
Accounts for the balances m the first group, bemg 
those of a capital, personal or speaal nature, ^ form 
the openmg entries for the accounts in the General Led- 
ger, with the exception of the bank balance, which will 
be the openmg entry to the debit of the Cash Book 
Speaal treatment is accorded to the balances m the 
second group, which relate entirely to mcome and ex- 
penditure These are current accounts for expenses or 
purchases and will be due for payment m the early New 
Year It will be sufficient if the payments are recorded 
m the Cash Book, and a total mserted showmg that the 
balances have been brought into the books 
The pa3mients made will be m respect of purchases 
and expenses ansmg m the old year, and should not be 
mcluded m the totals of the respective columns as part 
of the new year’s figures The Cash Book should there- 
fore be ruled off and the balance brought down on 
completion of these entnes 

In addition to the accounts relatmg to the previous 
year's transactions which have been rendered m the early 
New Year and which have been mtroduced mto the books 
as above, there will be certam others which relate to the 
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OPENING TRIAL BALANCE 
1st January, 1927 
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Interest on Loan Stock 
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9 

2 




176 
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2 
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United Services Fdnd 
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5 

Leasehold Premises 

1.548 
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5 
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Adaptation of Premises 
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Furmture and Fittings 
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Depreciation Account— 
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Suspense Account — 










Deposit 
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Payment in advance 

25 


- 

26 
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Cash Floats— 











Bar'Dlls 

Petty Cash— 

15 

— 

— 








Steward 

5 



20 

















Treasurer 




20 


— 
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Lettmgs Ledger Account 




36 

3 

7 

n 

18 

3 

13 

Bntish Legion Brandi 
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K 

2 

14 

Subscriptions 
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2 

3 



9 

15 

Childcra's Party Fund 







44 

1 

9 

i6 

Bar Account 




105 

6 
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Income and Expenditure 










Account 







70 

8 

8 

19 

General Reserve Account 
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20 

Deposit Account 

300 

- 







Cash Booh — 









Cozrent Account 
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5 

4 

836 






( 6 ) Aecottnfs Oulstmidtng — 


■ 


5 

4 




For Rcfresbanents 
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6 
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Lightmg and Heatmg 
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PAY 


Date 

Particuuks 

Voucher 

Number 

Paid by 
Cheque 

Bar 

Billiards 
and Games 

1927 

December Accomis— 


£ 

s 

d 

£ 

s 

d 

£ 

E 

I 

Jan II 

Bntisli Brewery, Ltd 

1 

log 

14 

9 

log 

14 

9 





Bottling Stores, Ltd 

2 

13 

2 

- 

13 

2 

- 





Distillery Co . Ltd 

3 

72 

13 

- 

72 

13 

- 





Mineral Water Co , Ltd 

4 

46 

9 

9 

46 

9 

9 





Tobacco Distnbutors, Ltd 

S 

11 

6 

I 

11 

6 

I 





A Baker 

6 

3 

9 

7 

3 

9 

7 





B Butcher 

1 

7 

18 

5 

7 

18 

5 





General Stores, Ltd 

3 

30 

8 


28 

16 

5 





Dairy Company 

9 

2 

IS 

6 

2 

15 

6 





^rts Supply Association 

10 

3 

9 

3 




3 

9 

3 


Rent— Dec Quarter ^56 s - 












Less Income-tax 22 10 - 













11 

33 

15 

B 








Income-tax Schd A— 




■ 








Club £22 10 - 




1 








Extensions 5 - 




I 









12 

24 

15 

E 








Coal and Co eCo 

13 

6 

4 

6 








Gas Co 

14 

4 

16 

z 








Electricity Supply Co 

15 

45 

- 

- 








Water Board 

16 

2 

10 

7 








Ironmonger & Co 

17 


15 

6 








W C and I Union 

18 

1 

m 

— 








Stocktaker 

19 

I 

1 

6 










422 

6 

5 

zg6 

5 

6 

3 

9 
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Balance carried forward 
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18 

II 

1 
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new accounting penod These will be paid at the same 
tune as the foregorng, but ^ould form the first entries 
in the Cash Book on commencing the new work. No 
differentiation of this kmd will be necessary from month 
to month durmg the year, but the pomt will, however, 
arise again on preparmg the books for balancing at the 
date of the annual accounts, and is further dealt with 
m Chapter IV below Fohos i and 2 of the Cash Book 
show the position after these entries have been made, 
the first three entnes on the payments side of foho 2 
bemg on account of bills rendered pnor to the new year 
but not apphcable to the trading of the old penod. 

Gash in Hand. 

Reference may here be made to the treatment of cash 
m hand It ^ould be an mfiexible rule that all moneys 
received are paid mto the bank account mtact In order 
to provide for change m the bar tills and for cash dis- 
bursements, cash floats should be estabhdied and per- 
manently mamtamed, standing as balances m the General 
Ledger This pomt is developed further in Chapter III 
with reference to the Petty C^ Books 



CHAPTER III 

CURRENT WORK 

The books having been opened, the actual routme work 
may be considered Except for relatively few special 
matters, this will be concerned practically wholly with 
mcome and eiqienditme, and can be centred almost 
enturely on the Cash Book It will be convement to 
consider the two sides separately 

Gash Book Debits— Income. 

The pomts for consideration may be stated shortly as 
follows — 

(i) Sources of mcome 

(u) Fust record 

(m) Check for accuraqr 

(iv) Secondary book-keepmg operations 

(i) Sources of Income 

The followmg headmgs may, for the purpose of illus- 
tration, be assumed as representative of the sources from 
which cash will be received 
(a) Entrance fees 
(i) Subscriptions 

(c) Rules 

(d) Bar takings 

(e) Games 

(f) Entertainments 

(g) Automatic machmes 

(h) Sundnes 

(i) Rents from lettmgs. 

Items (a) to (g) can be treated on a cash takmgs basis 
Items under (h) will call for mdividual treatment Items 
under (t) will be in settlement of personal accounts 
The imtial record of receipts under (a), (b), and (c) ivill 
be made m the Subscnption Receipt Books (mdudmg 

17 
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Bntisli Legion Stamped Receipt Book for supplementary 
receipts from " A " members), and in the General Receipt 
Book for items {t) and possibly {h) 

(u) First Record 

It will be found convement m administration if one 
officer of the club only is responsible for the receipt and 
bankmg of all cash Such an arrangement prevents over- 
lapping and misunderstandmg 
The steward, by reason of his constant attendance on 
the premises, is best situated to carry out this duty At 
the close of the day, or certainly not later than early the 
next mommg prior to the openmg of the dub, he should 
make up his day’s takmgs, for which he will require the 
following additional forms, viz — 

Daily Cash Takmgs Sheets (page 19). 

Subscnptions Received Sheets (page 20). 

The steward will first list on the Subscnptions Received 
Sheet the receipts of subscnptions, entrance fees, and 
payments for rules, as shown by the Subscnption Receipt 
Books (indudmg the Bntish Legion), and will enter the 
total m the Daily Cash Takmgs Sheet 
He will record separately on the Daily Cash Takmgs 
Sheet any sundry special and rental items received, as 
appealing m the General Receipt Book 
If the automatic machmes have been deared he wiU 
have received with the cash a note of the amount due to 
the dub This sum will be duly entered m the Daily 
Cash Takmgs Sheet 

Sums from entertamments will have been handed to 
him by the responsible committee-man, supported by 
such documentary details as have been adopted by the 
committee, showmg the amount received 
Bilhards receipts will be recorded on the Bilhards 
Sheets (any of the ordmaiy forms m general use m dubs) 
on whu^ the games are booked 
Visitors' Fees, if any, will be as shown by the Visitors’ 
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Dale . 

28iisisr 

29fl2l27 

30112127 
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Entrance Fees 






1 

■“ 







Subscnptions 



1 

6 


4 

6 


7 

- 




Roles 







9 


1 

1 





Bar 


17 

19 

1 

6 

10 

6 

8 

7 

16 

1 



Games 



6 

1 


2 

6 


4 

- 




Entertauunents 








3 

7 

6 




Bntisli Legion— Entrance Fees 








1 

~ 




Subscnptions 






9 



3 




Snndnes— 














Visitor^ Fees for Quarter 





2 

9 

9 







Automatic Machines 


S 

10 

6 

1 

16 

3 







Lettings Ledger Accounts — 

Foho 

1 












Laum Teums Club 

S3 

i 

2 

- 










Trades Council 

19 


2 

6 










Rotary Club 

67 


10 

- 


1 

i 








NC Union 

40 





1 

2 

6 







County Referees 

66 





3 

1 



















£ 

s 

d 




8 

6 







23 

8 

6 






iiii 

16 

6 




11 

10 

6 









£19 

7 

7 

12 

7 

7 






Amount 

II 

Banked 

£47 

1 

6 

1 

7 


Entered CB Folio 13 


left-hand tnargin for ordinary commercial 
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Book, tkou^, if small, they may be held m hand and 
accounted for at regular mtervals, less frequent than 
from day to day 

The Bar figure will be the balance of cash takmgs 

(m) Check for Accuracy. 

Siihscripho7is, Entrance Fees, and Rides ( 2 ) to {c) Errors 
or failure to account for these will afiect the individual 
member, and -will give nse to inquiry 

Bar ((Q A regular monthly stocktakmg should be 
earned out by an mdependent stocktaker employed by 
the dub, and his report should be regularly seen and 
considered by the house committee It may be here 
noted that records are no sul^titute for managonent 
If the abuses to whidi dubs are so susceptible are to be 
avoided, the managenal duties devolvmg on members of 
the committee must be ngidly observed, and a regular 
and careful examination of &e stocktaker's report is 
among those of the first importance 

Billiards {e) The record of table bookmgs will show 
the amount due to be received under this headmg 

Entertainments {f) The Entertainments Committee 
diould report to the main committee the result of their 
activities, and the honorary treasurer should see that the 
sums paid m agree with the records of the Entertamments 
Committee 

Aittomalic Machines (g) The statement given by the 
owner’s agent will vouch these items 

Sundfies {h) These are generally capable of q>ecific 
identification 

Receipts from Lettings (*). Accounts will be subject to 
supervision and mquines will arise m respect of overdue 
accounts 

Payments to Bank The treasurer should arrange with 
the bank to forward the Pass Book to him weekly under 
sealed cover, and dieck the amounts credited agamst the 
Cash Book entries raised from the steward's Daily Cash 
Takings Sheets. 
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(iv) Secondary Book-keeping Operations 

Daily Cash Takings Sheet The totals \iall be recorded 
m the Cash Book under their respective headings Bank- 
ings ivill be shown as made 

It will be found convement to arrange that one day’s 
takmgs appear on each hne and the complete month on 
the one page 

Members’ StAscriptions These will reqmre to be re- 
corded in the Subscnption Register (See p 29 ) 

Special Items These may require to be credited m 
detail to the appropnate accounts m the General Ledger, 
the foho bemg shown on the Daily Cash Takings Sheet, 
or, as m the illustration, they may be summarized and 
dealt with m total on dosmg the books at the end of the 
year 

Rents These wiU be credited m detail to the personal 
accounts m the Lettmgs Ledger, the foho bemg shown 
on the Daily Cash Takmgs Sheet See page 32 for details 
of this Ledger 

Gash Book Credits— -Expenditure. 

The pomts for consideration here may be shortly sum- 
marized as — 

(1} Nature of payments 

(u) Check for accuracy 

(m) First record 

(iv) Secondaiy book-keepmg operations. 

(1) Nature of Payments 

The payments to be made fall withm the foUowmg 
groups— 

Purchases on Refreshment Account, etc 

Management expenses, etc. 

Special payments 

Accounts will normally be rendered monthly for goods 
supphed Management eiqienses will be payable month- 
ly or quarterly by cash or cheque accordmg to their 
nature 
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(u) Check for Accuracy 

Accounts rendered by trad^eople and other creditors 
should be checked with the record of goods received 
where apphcable, or otherwise examined, and approved 
for payment by the responsible sub-committee, endorsed 
to that effect, and passed to the honorary treasurer for 
payment 

(m) First Record 

The honorary treasurer will save himself much work 
if he is able to dispense with personal ledger accounts for 
trade creditors 

In the case of accounts payable by cheque, the accounts 
havmg been duly approved, dieques will be drawn and 
attached to the respective accounts m readiness for 
signature at the next Fmance Committee meetmg 
It will be found a convenient practice to arrange for 
the Fmance Committee to meet, say, two days prior to 
the mam committee, m order to consider the ^ancial 
statement due to be laid before the mam committee 
This statement should be regularly and carefully pre- 
pared, and a standard routme should be adhered to m 
its preparation and m the payment of accounts 
A statement m the form shown (page 24) will provide a 
contmuous record for the committee and will constitute 
authonty for the honorary treasurer for his disbursements 
It should be a general prmaple that all payments are 
made, so far as possible, by crossed cheques — cheque 
forms with prmted crossmgs bemg used. 

Certam payments, chiefly wages and sundry small 
amounts, \vill be made m c^ Reference has already 
been made to cash floats established for this purpose 
The Petty Cash Books should be opened uith the floats 
allotted for such expenses In the illustration separate 
floats are allotted to the steward and the honorary 
treasurer, and separate Petty Cash Books are kept 
A cheque book containing uncrossed forms should be 
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MONTHLY REPORT OF FINANCE COMMITTEE 
8TB FSBRaARY. 1927 


To itsl January, 1927 
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d 

£ 

s 

d 

£ 

s 
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Balance as per last Statement brought 










forward 







536 

5 

4 

Add Ca^ receipts — ^January 







493 

13 

7 








1,029 

z8 

zz 

Less Cheques approved at last meet- 










mg 




472 

8 

5 




Petty Cash cheques for month 










to be approved 

15 

3 

2 








16 

z6 

4 








z8 

z8 

3 








19 

7 

9 








zz 

17 

zz 

82 

3 

5 

554 

zz 

zo 

Balance as per Cash Book— -3151 Januaiy, 

1927 






;^475 

7 

z 

Balance as per Pass Book 




465 

3 

6 




Add Amount not credited (jrst Jan , 1927) 



22 

z 

6 








487 

5 





Less Cheques not presented (PC) 




ZZ 

17 

zz 











£475 

7 

I 


Janwify Aceounis far approval 

British Brewery, Ltd 
Bottling Stores, Ltd 
Distillery Co , Ltd 
Mineral Water Co , Ltd 
Tobacco Distnbutors, Ltd 
A Baker 
B Butcher 
General Stores 
Dairy Company 
Telephone 

Coal and Coke Co . 
Legion Press 
Ironmonger & Co 
Stocktaker 
Piano Tnmng 
Xmas Bonos to Staff 
Bnti^ Legion 
Performing Rights Soaefy 


Ai^rove transfer to Deposit Account 


78 

zz 

1 

17 

8 

6 

69 

19 

zo 

27 

14 

10 

9 

15 

IZ 

z 

9 

2 

15 
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— 

*5 

6 

— 

2 

z6 

ZO 

3 

6 

5 

9 

5 

4 

zo 

— 

7 

30 

8 

6 

z 

12 

6 

z 

18 

- 

7 

- 

- 

6 

z 

2 

5 

5 

— 

II 

■ 

1 


^ 3*2 


^100 
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kept solely for petty ca^ drawings. Each week the 
Petty Cash Books should be totalled and a cheque drawn 
for the exact amount expended during the previous 
week, and the cash floats thus restored to the standard 
amount 

A general authority for the drawmg of this weekly 
reimbursement cheque should be origmally given by the 
mam committee, as the amounts will be due to be drawn 
m advance of the approval of the Fmance Committee’s 
report The amount authorized should be restncted to, 
say, £25 weekly or such sum as experience shows will 
cover normal requirements The amounts so drawn 
should be duly approved with the financial report at the 
next mam committee meetmg. 

As soon as the approval of the main committee has 
been received, the cheques can be entered m the Cadi 
Book and dispatched, the payments bemg extended to 
the appropriate columns The petty cash cheques for the 
month may have been entered as drawn, but here the 
extension should not be made until the last cheque for 
the month has been entered The total petty r.asV | qx- 
pended during the month, as shown by the Petty Cash 
Books, and which will agree with the total of the cheques 
drawn, may be extended to the appropriate columns, and 
no further entnes are necessary m respect of these dis- 
bursements 

(iv) Secondary Book-keeping Operations. 

Speaal payments will require to be posted m detail 
to the debit of the appropriate accounts m the General 
Ledger 

Subsidiary Matters. 

General Progress The monthly accounts will be paid 
^ the month succeedmg that to wluch the charge rdates 
If these payments are entered m the Cadi Book on the 
P^ge opposite to the takmgs of the previous month, a 

3— (aoia) 
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TRCASVREieS PETTY CASH BOOK 


RECEIPTS 

PAY 

Dite 



Date 

PARnCDIARS 

ii 

>2 


Bar 

Jan I 

Float b/f 

£ 

20 

s 

d 

Jan 7 

Wages per Wages Book 


£ 

13 



£ 

S 

d 







Florists (Dinner) 

1 


i 

E 










Extra Help 

2 


j 

‘ 










Envdopes 

3 


I 

1 




3 

Caah 

14 

3 

- 


'Xmas Boxes 

4 


1 

I 






34 

3 


• 



14 

3 

>• 

mm 










Carbon Paper 

32 


6 





31 

Cash 

II 

6 

- 


Window Cleaning 

33 


7 

6 






91 

I 

II 


Balance-Float c/f 


71 

20 

1 

11 





£ 

91 

I 

1 "" 

11 

1 “ 



£ 

91 

I 

11 
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MENTS 
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comparison of the totals of the two sides of the Cash Book 
foho will give a rough mdication of the trading results 
from the beginning of the financial year up to the end of 
any given month 

Vouchers for Paymnis The entnes on the payments 
side of the Cash Book should be numbered consecutively 
in pencil Upon the receipted account bemg returned by 
the payee, the number can be inked m and the account 
correspondmgly numbered and filed m its proper order 
m readmess for audit. 

Payments for which vouchers have not been received 
will be readily mdicated by any number not mked m, 
and the matter should be followed up. 

Separate files should be kept for the two sets of petty 
cash vouchers, these being numbered independently from 
one another and from the main Cash Book vouchers. 

Pass Book The payments mto the bank will have been 
checked with the Pass Book weekly, and the petty cash 
and monthly cheques should be duly checked off, and 
a reconcihation statement prepared for mdusion m the 
monthly financial statement 

The foregomg Cash Book details will cover the greater 
part of the routme work devolvmg upon the honorary 
treasurer dunng the year 

Certam other subsidiary matters call for further con- 
sideration These are members' subscriptions and charges 
for lettings 

Members’ Subscription Register. 

The keepmg of a Subscnption Register, as every 
honorary secretary and honorary treasurer knows, entails 
volummous detailed entries From experience m this 
matter, it is strongly recommended that the Members’ 
Subscription Register be kept in card mdex form A con- 
venient form of card is illustrated opposite 

The daily record qf subscriptions received wih require 
to be transferred to the cards The method is mdicated 
in the illustration. 




CardMStn hyStn prtntedonreverMeMtdefor two further years F%Ud%nalphabet$ea$ order Dtjffereni coloured cards for A •• and Mwnbers 
AToftf The Applicsitiofi Forms duly Dumheced and filed will provide a numerical index to xntmliers 
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Record Sheets for posting m the dub caiii if desired, 
be marked up from the Subscriptions Received Sheets 
A monthly exammation of these record sheets or of the 
cards iviU be sufGiaent to keep track of arrears. 

Rents and Lettings. 

Bookmgs for rooms should be entered at once m a 
diaiy kept solely for this purpose This vsnll prevent 
overlappmg and serve as a gmde to the steward in pre- 
parmg rooms 

As the due dates amve bills will be rendered These 
bills should be entered m a Lettings Day Book (page 

31) 

The name and amount will be sufficient, as details 
will be given m the diary and/or m the duphcate copy of 
the bill rendered The mdividual items should be debited 
to the accounts of the parties concerned m the Lettmgs 
Ledger The United Services Fund Ledger can be readily 
adapted for this purpose (page 32) 

The total lettmgs will require to be credited to the 
Rents Receivable Account in the General Ledger The 
cash receipts from bills paid, as recorded on the Daily 
Cash Talongs sheets will be credited m detail to the 
respective personal accounts m the Lettmgs Ledger. 
(See also page 22 ) 

Sectional Balancing. 

A very useful extension of the book-keepmg prmciple 
can be mtroduced by openmg a Lettmgs Ledger Control 
Account m the General Ledger. The total of lettmgs 
charges as shown by the Lettings Day Book will be 
debited to this account, and the total cash shown as 
received m the Cash Book on account of lettmgs (winch 
need only be actually ^osM at the end of the year) bemg 
deducted from the total to be debited will give a figure 
eqmvalent to the total balances outstandmg on the Let- 
tmgs Ledger at any given time 



LETTINGS DAY BOOK 
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A little additional sM is required in the*' management 
of a control account of tbs kmd, but it has advantages 
as an aid to balancmg wbch render its adoption desirable 
The account is mduded m summary form m the General 
Ledger Accounts illustrated 



CHAPTER IV 

ANNUAL BALANCING AND ACCOUNTS 

Some measure of book-keepmg slcJl is necessary m draw- 
mg the totals together and m preparing the accounts and 
closing the books The followmg suggestions are made 
on the assumption that such famihanty with book-keep- 
ing pnnciples is available, as certain short cuts are adopted 
which will materially reduce the clerical labour mvolved 
m preparmg the accounts They will also give, at the 
same tune without extensive additional work, such figures 
as are required for the Return to the Registrar. 

At the 31st December the cash takmgs for the month 
and the petty cadi expenditure for December will have 
been entered as part of the normal current work, and the 
totals of the Cash Book should be mserted at this pomt 
(See C B , foho 13 ) 

In addition to the foregomg, the accounts pa3rable m 
respect of December purchases and expenses wiU be out- 
standmg and must be mtroduced Certam other accounts 
relating to the New Year will also have been received. 

These outstandmg accounts, which will have been 
approved m the ordmary manner, should be sorted as 
between those relatmg to tradmg and expenses m respect 
of the c/me/hl year and those m respect of the coming 
year The former only diould now be entered, the final 
totals completed, and the Cash Book balanced. (See C B , 
foho 14 ) 

The remammg accounts due for payment this month, 
bemg those relatmg to the New Year, will be entered after 
the final balancmg has been completed, as the first items 
in the new penod (See also Chapter II, C.B , folio 2 ) 

Trial Balance. 

All the detailed postmgs, mcludmg the totals of the 
Cash Book columns, havrag been completed to this pomt, 

54 
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FIRST TRIAL BALANCE 
3l8t December, 1927 

Dr Cr 


Ledger 













£ 

s 

d 

£ 

5 

d 

£ 

5 

d 

I 

Share Capital 







18 

3 

- 

2 

5% Loan Stock 







155 

- 

- 

3 

Interest on Loan Stock 




6 

17 

6 




4 

United Services Fond 







900 

- 

— 

5 

Leasehold Frenuses 




1.548 

18 

5 




6 

Adaptation of Premises 




347 

- 





7 

Furniture & Fittings 




98S 

10 

6 




8 

Depreciation Account— 











Leasehold Premises 







579 

II 

8 


Adaptations 







92 

I 

- 


Furmture 







377 

10 

4 

9 

Suspense Account— 











Deposit 

1 


- 








Kates in advance 

25 

— 

— 

26 

— 

— 




10 

Cash Floats 




40 






II 

Lettings Ledger Balances 




37 

7 

6 

3 

2 

6 

12 

Kents Receivable 







473 

15 


13 

Bntish Legion Branch 







9 

6 

II 

*4 

Subscnptions 







109 

19 

I 

15 

Children's Party Fund 







54 

5 

— 

i6 

Bar Account 







1.137 

9 

9 

17 

Income and Expenditure 
Account— Trading 




1,160 

13 

4 




i8 

Income and Expenditure 











Account — Appropna* 











tions 







65 

4 

S 

19 

General Reserve Account 







1,200 


•• 

20 

Deposit Account 




900 

- 

- 




CB 











14 

Balance on Current A/o— 











As per Cash Book 

120 

I 

8 








Add Accounts entered but 











not paid — Final C B 











Total /4.870 12 6 











Ls 55 Total to 











31 Dec ,’27 4,470 15 II 

399 

16 

7 










s 

— J 

519 

18 

3 





Accounts not paid as 


1 









ibovc— 


1 









For Refreshments 



3 








„ Management Expenses 


jg 

4 










■ 

i 




399 

16 

7 




1 

1 

^ 5.575 

1 

6 

;^ 5.575 

5 

6 
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a Inal Balance may be extracted at this stage and will 
appear as given on page 35 

Apportionments. 

Practically the only apportionments necessaiy will be 
for Rates and Loan Stodr Interest Unless there is any 
radical diange they will be oS-set by the reserves brought 
forward from the previous year If there is any special 
change the simplest course is to deal with them through 
the medium of a ledger account In the illustration, m 
the case of Loan Stock Interest, the postmgs are made 
through a ledger account, while the apportionment 
for three months' rates paid m advance appears m 
the Suspense Account as unchanged from the previous 
year 

Additional Schedules. 

Additional schedules will be reqmred of the balances 
on the members’ subscnptions cards and of the Lettmgs 
Ledger balances, the total of which will agree with the 
balance on the Lettmgs Ledger Control Account The 
open accounts m the Lettmgs Ledger should be ruled off 
and the balances brought down as shown m the example 
on page 32 The schedule of the Lettmgs Ledger balances 
IS a simple hst and is not illustrated. No further figures 
anse m connection with the Lettmgs Ledger unless a 
reserve is reqmred for bad debts, or any accounts are to 
be written ofi as irrecoverable Unless large figures are 
mvolved, it is suggested that reserves should not be mtro- 
duced, as leadmg to unnecessary comphcations, and that 
irrecoverable balances be dealt with as debits to the Rents 
Receivable Account. 

Members* Balances. 

A summary of the members’ cards should be prepared 
m the form given opposite 

This IS the most lengthy task ansmg m the work, but a 
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MEMBERS* BALANCES 


Slst December, 1927 



Sheet 10 


* « « «• 

(W) 1249 

Y 665 

1484 

- 

- 

9 

- 

2 

i! 

-1 

' 

21 


6 

9 


6 

1 

9 


Sheet I 38 

- 

3 


- 

8 

3 

3 

2 38 

- 

2 

- 

- 

5 

3 

4 

3 38 

- 

I 

6 

- 

4 

9 

6 

4 38 

- 

8 

- 

- 

7 

- 

7 

5 38 

- 

12 

— 

I 

2 

3 

5 

6 38 

- 

18 

9 

I 

9 

3 

4 

7 38 

- 

9 

- 

- 

4 

6 

5 

8 38 

- 

2 

3 

2 

17 

3 

5 

9 38 

— 

4 

6 

— 

2 

3 

6 

363 

£i 

7 

9 

£7 

7 

6 

45 


45 Deduct Lapsed Members 


318 Total Member^p 
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Folio 13 
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PAY 
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MENTS 


Foho 13 


Nen^peis, 

etc 


i 


£ s d 

17 II 5 


H 


*7 “ 5 


Salanes 

and 

Wages 


I 


624 4 9 


2 19 I 


Rent, 

Rates, 

Taxes, 

Insnianoe, 

TeIq>lione 


_ s 5 

317I18 6 


I 


Coal, Gas, 
Electne 
light 


1 


£ s i 

160 II II 


Fnntmg, 

Siationeiy, 

and 

Postages 


28 17 I 


Repaus 

and 

Renewals 


£\s\d 

821 2' 



£ s ^ 

64 2.10 


Enlerkur' 

menis 


5014 8 


Ledger 

Aemtrb 
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REGE 


Date 


Shares 

Sabscnp- 

tlODS 

Roles and 
Papers 

Bar 

Receipts 

Billiards 
and Gaines 

1927 
Oec 31 

Brought forward 
Deiud amounts set 
ofipercofffro— 
'Phone receipts 1 
Giurty Fete 5 

Entertonments 
Billiards 

1 

3 

s 

18 


£ 

104 

$ 

5 

d 

7 

£ 

2 

5 

5 

d 

£ 

3907 

s 

I 

d 

9 

£ 

95 

8 

s 

18 

to 

d 

2 

2 



3 

18 


104 

5 

-j 

7 

2 

5 

- 

3907 

I 

9 

J 7 

8 




GL 

I 


GL 

14 


GL 

17 


GL 

16 


GL 

17 

















IPTS 
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Folto 14 
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PAnncQUM 


* 9*7 

ec 31 Brought forward 

Deduct amounts set off fier 
contra^ 

'Phone receipts {A 1 A 
Chanty Fete . 556 


£9 ** *0 


Entertainments 

Billiards 


Balance carried forward 


Year Ended 31ST Dec , 

1927 

Payments 1926 Account, CB i 
Payments 1927 Account, CB 13 


Balance, 31st Dec , 1927 



Billiards 
and Games 


20 10 6 


B GL 17 
cmUr a 


6 5 296 5 6 393 1 12 5 
*5 ** *383 72 8 10 2 1711 5 


2 ^ 267912 8 II 19 3 19 3*0 


54*3 






















MENTS 
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jFoIio U 
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detailed examination of the cards is of definite mformative 
value. 

The total membership can be checked agamst the 
Share Capital Account, and the cards of members lapsed 
under the rules can be removed from the " hve ” file 
The figure of forfeited shares will be ascertamed and also 
the total subscnptions m arrear and m advance 

Stocks, etc. 

The Stock will have been valued by the professional 
stock-taker, and this figure, the subscription balances, and 
the apportionments and adjustments above referred to, 
wiU require to be mtroduced mto the Tnal Balance figures 
on prepaimg the accounts The allocation for deprecia- 
tion will also require to be made These amounts may 
be mtroduced mto the General Ledger Accounts m the 
manner shown, preserving the double entry as mdicated 
on page 47. 

Closing Entries. 

The balances may now be transferred to the Income 
and Expenditure Account or brought down as Balance 
Sheet figures, accordmg to their nature 

The entries to close the books will be made m the 
process of the work The treatment of the various items 
IS shown m the General Ledger Accounts illustrated, the 
dosmg entries bemg m italics. 

The open balances brought down for mclusion m the 
Balance Sheet will appear m Tnal Balance form as 
shown on page 48 

Annual Return. 

The preparation of the Annual Accounts, m the form 
prescnbed in the Annual Return required by the Regis- 
trar, can now be readily completed from the books A 
companson of the Return with Accounts Nos 16, 17, and 
18 of the General Ledger and with the dosing Tnal 
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RESERVES AND APPORTIONMENTS 
31st December, 1927 


Dr Cr 


Led 


II 

1 

I 

£ 

s 

d 

folio 








16 

Stock (Balance brought fonraid ist Jan , 


18 






1928) Dr 

113 

5 




l6 

To Bar Account 

Value of Stock at 31st Dec , 1927 




113 

18 

5 

14 

Subscnptions Dr 

7 

7 

6 




14 

To Members m advance (Balance 
brought forward 1st Jan , 1928) 




7 

7 

6 

M 

Members m arrears (Balance brought 







forvTaid ist Jan , 1928) Dr 

3 

7 

9 




4 

To Subsci^ons 

Loan Stock merest Dr 




3 

7 

9 

3 

I 

5 

10 




3 

To Sundry Creditors (Balance brought 








forward ist Jan, 1928 Two 
months Interest accrued at 5% p a 








011^155) 




I 

5 

10 

1 

Share Capital Dr 

2 

5 

- 




l8 

To Income and Expenditure Account 








45 Shares forfeited 




2 

5 

— 

17 

Income and Expenditure Account Dr 

235 

2 

4 




8 

To Depreciation Account— 







Additions to Prmuss 








Being 10% of Cost based on term 
of Buildug Licence for semi-per- 








manent structure 




154 

17 

10 


Adaptation of Premises 

Being 7^% pa on wntten-down 








value in accordance with Rules 




19 

2 

6 


Furniture and Fittings 

Being 10% pa on wntten-down 








value in accordance with Rules 




61 

2 

- 



m 

1 

B 

£363 

6 

10 



IS 

s 


1 *" 

1" 
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CLOSING TRIAL BALANCE 
31st December, 1927 

(Accounts ior Balance Sheet} 

(Statement HI, Annual Return) 

Dr Cr 


Ledger 


i 

1 

d 

£ 

5 

d 

£ 

s 

d 

A/cNo 

Share Capital 


1 






18 


I 


1 





15 

— 

2 

5% Loan Stock 

Z 55 

B 

- 







3 

Interest on Loan Stock 

1 

i 

10 




156 

5 

10 









4 

Umted Services Fond 







900 

- 

- 

5 

Leasehold Premises 

1,548 

18 

5 







6 

Adaptation of Fremises 

347 



1.895 

18 

5 












7 

Furmture & Flttmgs 




988 

10 

6 




8 

D^ieciation Account- 
Leasehold Fremises 

734 

9 

6 








Adaptations 

III 

3 

6 




845 

13 












Furmture & Fittings 


■ 





438 

12 

4 

9 

Suspense Account — 


1 









Deposit 


■ 


I 

- 

- 





Rates in advance 


■ 


*5 

- 





10 

Cash Roats~^ 


■ 








Hon T^reasurer 


■ 









Petty Cash 


1 


20 

E 

-- 





Steward Petty Cash 
Steward Barl^lls 

5 

E 



■ 






15 

E 

- 

20 

37 

1 






II 

Lettings Ledger Balances 


1 

■ 

E 

6 

3 

2 

6 

13 

British Legion Branch 


■ 

1 


I 


9 

6 

II 

14 

Subscriptions 


■ 


3 

K 

9 

7 


6 

15 

Children's Party Fund 


1 

B 




54 


- 

l6 

Bar Account, Stock on 


1 

B 








hand 


1 

B 

113 

18 

5 




i8 

Income and Ei^enditure 


■ 

B 







Account 


■ 

B 




94 

Z3 

2 

Z 9 

General Reserve Fund 


1 

B 




1,600 


- 

20 

Deposit Account 

900 

B 

- 






Cash 











Book 

Current Account 

519 

18 

3 

I.4Z9 

18 






Accounts owing (as per 

■1 

■ 


0 






Cash Book— 

For Refreshments 

For Management Ex- 

E 


3 








penses 



4 




399 

16 

7 














;£4>525 

- 

10 

£4.525 

- 

10 




























II. (A) — REFRESHMENTS ACCOUNT 





II. (B)— PROFIT AND LOSS ACCOUNT 
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Balance will illustrate Accounts II [A), II (B), and II (C), 
and Account III. (See pp. 49, 50/51, 53 and 54/55.) 

In addition to the Profit and Loss Accounts and 
Balance Sheet, a Cash Account (Account I of the Return) 
must also be mduded (See pp 56 and 57 ) 

The cash figures can be obtamed from the Cash Book 
with very little trouble On the receipts side the totals 
are as shown at the end of the year with the exception 
of the sundnes items, which will require to be anal3rsed. 
This can be done with very httle expenditure of time. 

On the payments side it will be necessary to add the 
amount of the outstanding accounts at the beginiung of the 
year mduded m the previous year's workmg, to the total 
payments actually made to 31st December, and conversdy 
to exdude the payments made after the 31st December 
m respect of accounts outstandmg but not paid until 
after the Balance Sheet date (See the Cash Account 
Summary, C B , f oho 14 ) 

It should be noted that the bank balance is the actual 
figure at 31st December, and that the accounts paid m 
January are habihties at 31st December, and must be 
shown as such 

It may also be noted that at the end of the foUowmg 
year (1928), the cash payments to be brought forward 
from the previous year (1927) for mdusion m the Cash 
Account for 1928, be the difference between the final 
total and the mtermediate total at 31st December 

Variations. 

Many detailed vanations may arise with different 
dubs m actual practice, and it is impossible to mcor- 
porate all such m one set of examples, but it is hoped 
sufficient detail has been introduced to cover the pnnciple 
mvolved in deahng with most matters not specifically 
illustrated 

For example, surplus profits may be mvested m the 
purdiase of the dub buildmgs or m interior developments 
of a capital nature or in a vanety of other ways. The 
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III. BALANCE 


CAPITAt AMD LtABtLITlES 


Shara Ospltal— 

Amount Iiiusd 

Amount paid up 

Due to Grediton lor Losiii and IntaiNt, Th — 

Depoiits 

Mortgagee on Club Fremuei 
Loan Stock 
Other Loana 
Banken’ Overdrafta 


Total 

Other UaUUUeii m— 

Balance due to Treasurer (or other Officer), as per Account I 

Guarantee Deposits 

*Suspense Account- 
United Services Fund 

Amount ovlng by Society— 

For Refnshments 

For Management Expenses 

For— 

‘■Sttisptfltoiu in — 

— Bntish Legion ' — 

CMirtnfs Party Fwtif 

Ldlmp in advanet — 

Total 


Balanoei offtofltalldBeBerve|TlB— 

Balanee of Profit unappropriated and earned to next year, 
as per Account II (C) 


Reserve Funds, vu — 

- ■ ■ ■ Ceneral 


—Fund 

—Fund 

—Fund 

Total 


m 


BS0J8 

mis 


7 
9 

Si 

8 


U\l8\ 


IdUd 


7d0 


im 


7,0M 


Id 




Totil 






state here IDofal amoont mvestad in other registered Iidnstnal and Pcondent Sooeties induding cadi 
* The following statement may be completed as an alteniative to the treatment provided form the 

Trustees out of the United Services Fund ^ expend^ on behalf of the Society in— 

tutes a charge upon the Society's assets 


Signature of Secmtacy 


Addtesfr^ 


The undersigned, being a Public Auditor appouted bvTI M Treasury, havmg had access to all the 
Return, and vwified the same with the Books, Deeds, Documents, Accounts and Voudiersielahng 

toaSpecial Report dated th e ■ ■ ■ - . dayo f -] T 

Signatur e ■-.■■■ ■ " — 

Date of completion of audi t - ■ ■ - ■ ■ —193 


t If no Special Ssport IS made, the words in bradeeia should he stmok out She Auditor must 
anoewithlaw A copy of the Special Itoport must he sent to the Registrat with thi s Betam 

The Addnss to which Rnles, Returns and other Documents should besentisasfollous— 
Englandft Wain. Registry ofFTimdly Societies, Central Office, 17 North AudleyStnet,lcrdcP, » z 
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Vilu ot ShMSk ol Belndimenti, eto., ai pet Aeeomt H (A) 
TilneOlChAPxamiei 
Cost Valoe 
Depieaatnn 

Tahe ol Amutne aod Pittniga— 

Cost Valoe 
Depneutaon 

Valoe oIGanei, etc. 

Inveitaenbimi— 

Land and Boildings 
Mortgages 

Indostnal and Provident Societies— 

Sb'iiet 

Loans and Deposits 

Other Seenrltles (to he specified)— i 


Sham- 


State Kooinal Valoe 
otStoGhSiete 



Other AiseiitVlar- 

Cash on Coneat and Deposit Acooonts— 
inCWS Bank 
fa ' • ■- ■ B ank 

inhandofTteasoRr 
„ S^tOT 

ii II Stcw&ro 

Total Cash fa hand and at Bank, as per Account I 

Amoont otnng by Members for (to be specified)— 
— — Stitocnpiiom in mm— 


Emnses prepaid 


nmnsespiepaia 

Other Assets (to be specifie^^ 


-Lffitngi- 
•Dtponli • 


Bslanee ol Lost earned to next Year, as per Accoont (C) 


BilanoeatCWS Baiik£ 

Retnm, vu — Costincem LiABtLin^-An amount of £- 


-his been noeived b\ 


Under the terms of the deeds goiemmg such advances, the amount, in certam contingencies, consti 


Signature ot Chairman- 




Books, Deeds, Documents and Accounts of the SocieU, and having exammed the foiegomg Annuil 
thereto, now signs the same as found to be oonect, du} vouched and in accordance with law [subject 


nuke a Speasl Report i! m any respect the Annual Retnm u faeorreet, nnnnciied, or not m aeeoid* 
Seotlsod Registt} of Friendly Societies, ig Henot Row, Edmborgb 
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dub may have mortgages to redeem and appropriate its 
surplus to a Special Reserve Account for this purpose, 
with a correspondmg Smkmg Fund mvestment Agam, 
its tradmg account may show other or wider activities, 
but however this may be the forms and books illustrated 
should, m the mam, be adequate to meet the case. 



APPENDIX 

GENERAL LEDGER ACCOUNTS 



SHARE CAPITAL ACCOUisiT No 



6o 














INTEREST ON LOAN STOCK account No. 
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1928 1928 

fan 1 To Balance , bfd 8 7 9 Jan 1 By Balance 



CHILDREN’S PARTY FUND accounp No ij 
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CLUB ACCOUNTS 


19*7 
Dec 31 


INCOME AND EXPENDITURE 

ACCOUNT 11 (B) 


To Cash Payments— 


£ 

s 

d 

i 

s 

d 

Newq>ape[s 

CB14 




20 

10 

6 

Salanes and Wages 

CB14 

624 

4 





Audit Fee 

CB14 

7 

7 

■ 




Rent 

CBx4 

225 


1 




1 

1 

1 

1 

1 

CBx4 

*49 

6 

2 




Pnntmg, Stationery, and Postage 

CB14 

28 

1 

X 




Coal, Gas, and Electnaty 

CBx4 

2x4 

1 

8 




Rqiain 

CBx4 

82 

1 

1 




Stocktaking Fees 

CBx4 

*9 

xo 

1 




Sundry Rjqienses 

CBx4 

35 

3 

1 

1,385 

14 


„ Depreaation — 






Club Prmtsfs— Extensions 

GL8 

m 

17 

10 




Adafitaitons . 

GL8 

19 

8 

6 




Furniture and FiUutgs 

GL8 

61 

2 

- 

286 

8 

2 

4 

„ Interest on Loan Stoei 

GL8 




4 

„ Balance— Profit earned to Income and 
Expenditure Account— Appropnaitons 

GL 18 




W 

8 

6 






£2,016 

' 

*3 

8 

JJU 









APPENDIX 


69 


ACCOUNT— TRADING account No 17 

annual betusn 







INCOME AND EXPENDITURE ACCOUNT— APPROPRIATIO 

ACCOUNT II <C) ANNUAL RETURN 
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DEPOSIT ACCOUNT account no 20 
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j PAGE 
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In demy 8vo, doth, 1106 pp 7s. fid. Revised Edition 
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E&tion 

THE PRINCIPLES OF AUDITING. By F R M db Paula, 0 B £ . F C A 
Seventh Edition In demy 8vo, doth gilt, 252 pp 7s. fid. 

PRACTICAL AUDITING. By E E Skcer, F C A , and E C Peglfr, FCA 
Sucth Edition Edited by Walter W Bigg, FCA, FSAA Size 
10 m bySin Cloth gilt, 618 pp 2l8.net 

AUDIT PROGRAMMES. By£ E Spicer and E C Peglbr Indemy8vo, 
doth gilt, 124 pp 48. fid. net ^ghth Edition 

SHARE TRANSFER AUDITS. By R A Davi^, A C I S In crown 8vo 
doth gilt, 96 pp 88.6d.net 

MUMIIPLE SHOP ACCOUNTS. By R F Daly, A C A In demy 8vo, doth 
gilt, 192 pp 78. fid. net 

HOSIERY COST ACCOUNTS. By Stepbbk F Russell, A C W A In demy 
8vo, doth gilt, 188 pp lOs. fid. net 

STORES ACCOUNTS AND STORES CONTROL. By J H BuRXOif'. In 
demy 8vo, doth gilt, 154 pp 58. net Second Edition 

CLUB ACCOUNTS. By C A Holliday, A S A A In demy 8vo, cloth, 80 pp 
8b. net 

RAILWAY ACCOUNTS. By C H Newton, F A A , CJatf Accountant, ^ 
London and North Eastern Railway In demy 8vo, cloth gilt, 256 pp 
7 b. fid. net 

COST ACCOUNTS IN PRINCIPLE AND PRACTICE. By A aiFsoRD 
Ridgway, F C A. In demy 8vo, doth gilt, 120 pp os. 

GOST ACCOUNTS FOR THE METAL INDUSTRY. By H E Parkss, 

M Com , A C W A In demy 8vo, cloth gilt, 156 pp 108. fid* net 

FUNDAMENTALS OF PROCESS COST ACCOUNTING, THE. ByL A Wight. 

A C W A In demy Svo, doth gilt, 112 pp 78. fid. net 

DOCUMENTS OF COMMERCE. By F. A Willman. Cert A I B In demy 
Svo. doth gilt, 288 pp 68. net 
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( Incoiporaiei^, etc In demy Svo, cloth gilt, 262 pp 128. fid. net 

COST ACCOUNTS IN RUBBER AND PLASTIC TRADES. By Thomas W 
Fazakbrlby In demy Svo, cloth gilt, 96 pp 68. net 
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cloth gilt, 188 pp 7 b. fid. net 

PBIMEB OF COSTING. By R J H Ryall In demy Svo, cloth, 115 pp 
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THEORY AND FBACTICE OF COSTING. By E W Newuan. FCA 
In demy Svo. doth gilt, 203 pp 8s. 6d. net 

COSTING AND PRICE FEONG. ByJ M ScoitMaxwell.BSc,FCWA 
In demy Svo, doth gilt, 223 pp Ss. net Second Edition 

FUNNING, ESTDLATLNG, AND RATEFIXING. ByA C Whitehsad In 
demy Svo, doth gilt, 293 pp lOs. 6d. net 

ESTIMATING FOR MECHANICAL ENGLNEERS. By L £ Bunnett, 
A M I P E In demy Svo, cloth gilt, 176 pp lOs. 6d. net 

ESTIMATING. By T H Hasgravb Second Edition In demy Svo, cloth 
gilt, 128 pp fis. net 

SOUCITOBS’ BOOK-KEEPING. By John R Price, ACA,ACIS,etc 
In demy Svo, cloth, 1 16 pp 68. net 

MANUAL OF COST ACCOUNTS. By Juuus Ldnt, FCA, FCWA and 
Arthur H ]^fley, F C W A Siz& Edition In demy Svo, doth gilt, 
238 pp 8s. 6d. 

BUSINESS ACCOUNTS By L A TErry, B Com (Hons }, and W T Smith, 
M Com In demy Svo, doth, 260 pp 3s. 6d. 

COMPANY ACCOUNTS. By Arthur Coles Fourth Edition Revised by 
W Cecil Wood, A C I S In demy Svo, cloth gilt, 408 pp 7 b. 6d. net 

HOLDING COMPANIES. By A J Siuoks, A C A (Hons ) In demy Svo, 
doth gilt, 198 pp lOs. 6d. net 

PITMAN’S DICTIONARY OF BOOK-KEEPING. By R J Porters, F C RA 
Thud Edition In demy Svo, 812 pp 6s. net 

INYESTIGATIONS: ACCOUNTANCY AND FINANCIAL. By J H Burton 
In demy Svo, cloth, 172 pp fis. net 

SECRETARIAL BOOK-KEEPING AND ACCOUNTS. ByH E Colesworiry 
A S A A In demy Svo, doth gilt, 364 pp Ss. net 

HOTEL BOOK-BXEFING. By Margaret E Pitcher In cioim Svo, cloth, 
68 pp 28. 6d. 

HOSPITAL ACCOUNTING AND SECRETARIAL PRACTICE. By Frank 
Dean, F C I S , etc , and C H Spence, F C C S , etc In demy Svo, doth 
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THE ACCOUNTANT’S DICTIONARY. Edited by F W PIxlby. FCA, 
Bamster-ttt-Law Third Edition In two vols , crown 4to, half leather 
1100 pp £8 78. 6d. net 

MUNRO’S BOOK-KEEPING AND ACCOUNTANCY. By A Munro, FCIS 
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BOOK-IvEEPING FOR RETAIL CLASSES. By John Miller Anderson, 
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ENGLISH MEBGANTILE COBBESPONOENGE. In crown 8vo, cloth gilt, 
260 pp 3s. 6d. 
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LETTER lYBITING: A GUIDE TO BUSINESS GOBBESPONDENGE. By 
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Is. net 

THE PRINCIPLES OF GOMMEBGIAL HISTOBT. By James Stsphehson, 
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THE PRINCIPLES AND PRACTICE OF COMMERCIAL ARITHMETIC. 
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Baniibld, ACII, of the Middle Temple, Bamster-at-Law Second 
Edition In demy Svo, doUi gdt, 200 pp 68. net. 

INSUBANGE OF PROFITS. By A. G. Mackbn Second Edition In demy 
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crown 4to doth, 372 pp 68. 

COMMERCIAL CREDITS AND ACCOUNTS COLLECTION. By Cuthbert 
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AMIEE,AMI Mech E In demy Svo, doth gilt, 408 pp 10s. 6d. net 

FILING SYSTEMS. By Edward A. Cope In crown Svo. cloth gilt, 200 pp 
Sb. 6d. net. 
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WORKS MANAGEMENT EDUCATION. By T H Burnham, B Sc , B Com . 
F 1 1 A , A M I Mech E , M I Mar E , etc In demy Sv’O, cloth gilt, 103 pp 
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RATIONALIZATION. ByJ A Bowie In demy Svo, 36 pp Is. net 
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THE SHIPPING WORLD, Afloat and Ashore. Compiled and Edited by 
J. A Todd, M A , B L Second Edition In crown Svo. cloUi gilt, 306 pp 
78. 6d. net 
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Second Edibon In demy Svo, doth gilt 3S2 pp 7 b. 6d. net 

HOW TO EXPORT GOODS. By F. M Dudeney in crown Svo, doth, 
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A Shaw, Litt D , and Alfred Wigglbsworth In crown 8vo, 125 pp 
88. 6d. net 

THE ARITHMETIC AND PRAOdCE OF THE FOREIGN EXCHANGES. 
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THE FINANCE OF FOREIGN TRADE. By W F Spalding In demy 8vo, 
cloth gilt, 227 pp 78.6d.net Second Edition 
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THE FUNCTIONS OF MONEY. By W F Spalding In demy Svo, cloth 
gilt, 179 pp 78. 6d. net 

THE LONDON MONEY MARKET. By W F Spalding Fifth Edition 
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BANKERS’ ADTANCES. By F R Stead Thud Edition by C. R. W. 
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BANKERS’ TESTS. By F. R Stead In demy 8yo, cloth gilt, 144 pp, 
10B.6d.net 
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8vo, doth gilt, 690 pp 208. net 

DICnONARI OF BANKING. By W IHouson, formerly Bank Inspector, 
Eighth Edition In crown 4to, half>leather gilt, 754 pp. 808.net. 

PROFITS FROM SHORT*TERM INVESTMENT. By W Collin Brooks, 
City Editor of the "Sunday Dispatch " In demy 8vo, cloth gilt, 124 pp 
fid. net Second Edition 
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COBDlNGLEFS6l]ID£TOTHESTOGEEXCHANGE.ByW G Cordingley 
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William N Barr In demy Svo. doth gilt, 406 pp 78. 6d. net 

OLDHAM’S GUIDE TO COMPANY SECRETARIAL WORE. ByG K Buck- 
NALL, ACIS (Hons } In crown Svo doA gilt, 249 pp 38. 6d. Seventh 
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CHILDERN AND YOUNG PERSONS ACT, 1988. By Alfred E Ixin, B Sc , 
LL D In royal 8vo, cloth gilt, 310 pp 10s. Bd. net 

LAW OF fiffTTil) PROTECTION. By E E Bowerman, B A , of the Middle 
Temple, Bamster-at-Law In crown 8vo, cloth gilt, 150 pp oB. net 
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BUSINESS REFERENCE BOOKS 

THE FSACnCAL SUBTETOB, AUmONEEB, AND ESTATE AGENT. 
General Editor, Sir Charles Gott, Vtce-President of the Chartered Sur- 
v^or^ Institution , Fdlow of the Auctioneers’ and Estate Agents’ Institute, 
etc Consultmg Legal Editor, Graham Mould, of Gray’s Inn and the 
Middle Temple, Bamster‘at~lMW, etc Size 10^ m by 9 in. half leather 
gilt, loose leaf, 930 pp 70s. net 

BUSINESS TEBMS, DEBASES, AND ABBSEYLITIONS. In crown 8vo, 
clotii, 271 pp 38. 6d. net &ghth Edition With equivalents m French, 
German, Spanish, and Itahan, and facsimile documents 

PITMAN'S BUSINESS HAN’S GUIDE. In crown Svo, doth, 529 pp 6B.net 
Eleventh Edition, Revised 

HEBGANTILE TEBMS AND ABBBEYIATIONS. SizeSm by 4f m. doth. 
126 pp Is. 6d. net Containing over 1,000 terms and 500 abbreviations 
with defimtions 

BUSINESS FOBECASTING AND ITS PBACTICAL APPLICATION. By W. 
Wallace, MCom (Lond) Third Edition In demy Svo, cloth gilt, 
148 pp 7 b. 6d. net 

FBACTIGAL BUSINESS FOBEGASTING. By D F Jordan Size 6 m by 
9 m , doth, 270 pp 168. net 

BUSINESS CHARTS. By T G Rose M I Mech E In demy Svo, doth 
gilt, 104 pp Second Edition 7fl. 6d. net 

HIGHEB CONTROL. By T G Rose In demy Svo, doth gilt, 270 pp 
12b. 6d. net 

BUSINESS BUDGETS AND BUDGETARY CONTROL. ByA W Wolsmorb. 
F R Econ S In demy Svo. doto gilt, 238 pp lOs. 6d. net 

FRAUD AND EMBEZZLEMENT. By Irvins Hubert Dbarnlby In demy 
Svo, doth gilt, 192 pp 7s. 6d. net 

SHAREHOLDERS’ MONEY. By Horace B Samuel, M A (Ozon),Barn5/er- 
at-Law In demy Svo, doth gilt, 406 pp 7s. 6d. net 

ALTERATION OF SHARE CAPITAL. By P Lea Reed, AISA. Incor- 
porated Secretary, and C Wright, A C A In demy Svo, doth gilt, 144 pp 
68. net 

MONEY’MAEING IN STOCKS AND SHARES. By Sydney A Moseley. 
Third Edition In demy Svo, cloth gilt 252 pp 7 b. 6d. net 

HOW THE STOCK MABKEF REALLY WORKS. By W Collin Brooks 
In demy Svo, clotti gilt, 160 pp 58. net 

MARKETS OF LONDON. By Cuthbert Maucsan In demy Svo, doth gilt 
21b pp 6s. net 

SCIENTIFIC INVESTMENT. By Hargreaves Parkinson, BA, 6 Com 
Second Edition In demy Svo, 246 pp , doth gilt 10s. 6d. net 

A SHORT HISTORY OF INVESTMENT. By Percy Ripley In demy Svo. 
cloth gilt 214 pp 7 b. 6d. net 
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INYESTMENT IN STOCKS AND SEABES. By £ D KrssAir and L 1) 
WiixiAMS In demy 8vo, cloth gilt, 224 pp 8s, 6d. net 

THE BOOT PBINdPLES OF INVESTMENT. By H Cops West In demy 
8vo, cloth, 232 pp 158. net 

TYPES OF BUSINESS ENTEBPBISE. By M C Cross, LLB, PhD In 
medium 8vo, doth gilt, 348 pp 218. net 

DDPUCATING AND COPYING PROCESSES. By W Desborousb. QBE, 
F C I In demy 8vo, cloth gilt, 146 pp 5 b. net 

STATISTICAL METHODS. By F C Mills, Assoetatt Professor of Business 
Stafishes, Columbia Umuersity In demy 8vo, cloth gilt, 620 pp 158. net 

STATISTICS. By Wiujam Vbhsoh Lovitt, Ph D , Professor of Mathmaties, 
Colorado Cidlege, and HsmiY F Holtzclaw, Ph D , Professor of Com- 
merce, Unwersdy of Kansas In medium 8vo, cloth gilt, 304 pp 158. net. 

BUSINESS STATISTICS. Their Preparation, Compilation, and Presentation. 
By R W Hollaot. QBE. MA, MSc, LLD Third Edition 
In crown 8vo, cloth, 108 pp Ss. 6d. net 

STATISTICS INTHEOBY AND PRACTICE. By L R Connor, MSc, 
Bamsier-at-Law Second Edition In medium 8vo, cloth gilt, 392 pp 
128. 6d. net 

STATISTICS AND THEIB APPLICATION TO COMMERCE. By A. L. 
Boodingion, Fellow of (he Royal Statistical and Economic Societies 
Sixth Edition In medium 8vo, doth gilt, 356 pp ISs. 6d. net 

THE GANTT CHART. By Wallace Clark In demy 8vo cloth gilt, 146 pp 
78. 6d. net 

A MANUAL OF CHARTING. Size 6 in by 9 in . doth gilt, 116 pp Os. net 

PITMAN’S BOOK OP SYNONYMS AND ANTONYMS. In crown 8vo, doth, 
140 pp 2s.6d.net 

PITMAN’S OFFICE DESK BOOK. Third Edition In crown 8vo, 292 pp.. 
doth 28, 6d.net 

SPEAKING IN PUBLIC. By Arleigh B Wiluamson, HA, AssMote 
Professor oj Public ^eaktng, Washington Square College, New Yorh 
VnwersUy In medium 8vo, doBi gilt, 430 pp 15 b. net. 

PUBLIC SPEAKING. By Archibald Crawford, K C In demy 8vo, cloth 
gilt, 250 pp 7 b. 6d. net 

HOW TO SPEAK IN PUBLIC. By C F Carr and F E Stevens Second 
Edition In crown 8vo, do&, 128 pp 88. 6d. net 

DICTIONARY OP THE WORLD’S COMMERCIAL PRODUCTS. By J. H 
Vanstohe, F R.G S With French, German, and Spamsh eqmvalenfa iw 
the of the products In demy 8vo, doth, 170 pp 68. net Tniro 
Edition 

RAW MATERIALS OP COMMERCE. Edited by J H Vanstohe, F.RG.S, 
In two volumes, demy 4to, doOi gilt, 793 pp Complete, 208. not. 
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THE COTTON WOBIiD. Compiled and Edited by J A Todd, M A , B L 
In crown 8vo. cloth, 246 pp 5Si net 

MARKE TING OF COTTON. By J A Todd, MA, BL In demy 8vo, 
cloth, 230 pp lOs. 6d. net 

SPICES AND CONDIMENTS. By H Stanley Redgrove B Sc , F I C In 
demy 8vo, doth gilt, 378 pp Ifis. net 

TEA AND TEA DEALING. By F W S Staveacrb Second Edition In 
demy 8vo, doth gilt, 150 pp 7fl. 6d. net 

THE COCOA AND CHOCOLATE INDUSTBT. ByA W Knapp MSc,FIC 
In demy 8vo, doth gdt, 200 pp 7 b. 6d. net Second Edition 

BUIING AND SELLING A BUSINESS. By A H Cosway In crown 8vo, 
doth, 110 pp 8 b. 6d. net 

HOW TO GRANT CREDIT. By Cutbbert Grbig In crown 8vo, cloth, 
102 pp 8s. 6d. net 

HOW TO APPEAL AGAINST TOUR BATES. By A Stanley Eamer, 
F S I , Rating Surveyor to tie Metropolitan Borough of Lambeth In two 
volumes, m crown 8vo, cloth Vol I (without the Metropolis), 58. net 
Vol II (withm the Metropolis). Ss. 8d. net 

GUIDE TO COUNTI COURT PROCEDURE. Being the Second Edition of 
The Traders’ Guide to County Court Procedure By F H B Chapman 
Revised by B S Hills In crown Svo, cloth, 104 pp 2s. 6d. net 

COMMERCIAL ATLAS OF THE WORLD. Revised by W P Ruttbr. 
M Com In crown 4to. doth, 226 pp 68. net 

STATISTICAL ATLAS OF THE WORLD. By T Stephenson, M A , M Com , 
D Sc In foolscap foho, doth, 146 pp 7 b. od. net 

THE FUTURE OF EMPIRE TRADE. By J E Ray With a Foreword by 
The Rt Hon L S Ambry. In crown Svo, paper, 128 pp 8 b. net 

GENERAL INTEREST TABLES, For DoDars, FrancSy Milieis, etc., adapted 
to all CarrencicB. At Bates vaiyuig bom 1 to 12 per cent. By Henry 
Rutter Sue 6 m by SJ m , doth gilt, 72 pp 12s. 6d. net 

OPPENHEDFS NEW FRENCH FRANC TABLES. Francs with Sterling, 
commencing at the Bate ol 123 and adrancmg 1 centime at a Tune up to 
124.99, mdnsiTe. By Frederic Oppenhbim In demy Svo. dotii gilt 
108.net 

OPPENHEDl’S DOLLAR EXCHANGE TABLES. From $4.00 to $4.87} to 
the £. Adrancmg onc-qnarter ol a cent at a time. Frederick Oppenheim 
In crown 8\o, doth, 90 pp lOs. 6d* net 

CONTINENTAL PRICE CALCULATOB. For Conversion ot English Prices mto 
their Foreign Equivalents at Corrent Bates ol Exchange. By W G 
Chapman Sue 4 m by 6 j m , leather, 124 pp 5s. net Second Edition 

COMPREHENSIVE TABLES OF COMPOUND INTEREST (NOT DECIMALS). 
On £1, £3, £85, £o0, £75, and £100. Showing Accnmnlations Year by 
Year lor Fifty Years at Bates ol Interest bom 1 (progressing }) to 5 per cent. 
By John Wilheim Sue 7 m by 4} m doth, 1 12 pp Ss. 6d. net 




so 


PITMAN’S BUSINESS HANDBOOKS 


FOREIGN LANGUAGE DICTIONARIES 

DICnONABT OF GOMSIEBCIAL GOBBESPONDENCE IN SEVEN LAN- 
GUAGES; ENGLISH, FBENCHi GEBMAN, SPANISH, ITALIAN, POBTU- 
G^SE: AND BUSSIAN. Thi:^ Editicm In demy 8vo, cloth, 718 pp 
ISs. 6d. net 

ENGMSH-FBENGH AND FBENGH-ENGUSH DIGTIONABI OF BUSINESS 
YFOBDS AND TEBMS. Size 2m by 6m, cloth, loonded comers, 540pp. 
6g.net 

FBENCH-ENGLISH AND ENGLISH-FBENGH GOMHEBGIAL DICFIONABT 
of the Words and Terms need in Commerdal Correspondence. By F W. 
Shitb Second Edition In crown 8vo, cloth, 576 pp 7s. 6d. net. 

GEBHAN-ENGUSH AND ENGUSH-GEBHAN COMHEBCIAL DICIIONABT. 
Bj J Bitrell, M a Second Edition In crown 8vo, cloQi gilt 992 pp 
16s. net 

A NEW GEBHAN-ENGLISH DIGTIONABT FOB GENEBAL USE. By 
F C Hebert and L Hirsch In mown 8vo, cloth gilt, 1769 pp 16s. net 

DEB SPBACH-BBOCEHAUS. An illustrated German Dictionary for every- 
body In demy 8vo, cloth. 762 pp 6s. net 

SPANISH-ENGLISH AND ENGLISH-SPANISH COMHEBCIAL DIGTIONABI 
ol the Words and Terms nsed m CommendBl Correspondence. By G R 
Macdoeaui Fourth Edition In mown 8vo, cloth ^t, 962 pp 12s. 6d 
net 

ETAUAN-ENGUSH AND ENGUSH-ETALIAN COHUEBCIAL DIGTIONABI. 
By G R Macdonald, FI L In crown 8vo, cloth gilt, 1180 pp 80s.net 

BABETTFS ITALIAN AND ENGLISH DIGTIONABI. Compiled by Guo- 
UBLMO CoNELATi and J Davenport In two volumes, cloth gilt, Vol 1, 
796 pp , Vol II, 752 pp 26s. net (Rqmnted ) 

FOBTUGUESE-ENGIISH AND ENGLISH-POBTUGUESE COMHEBCIAL 
DICTIONABI. By F W Smith In mown 8vo. doth gilt, 486 pp 
16s. net 

A NEW DIGTIONABI OF THE POBTUGUESE AND ENGLISH LANGUAGES. 
Based on a manuscript of Juhus Comet By H Michaeus In two 
volumes, demy 8vo, doth gilt Vol I, Fo^gnese-Engbah, 736 pp , 
Vol II, Engli^-Portnguese, 742 pp Ea^ 21s. net Abndged Edition, 
783 pp 26 b. net 

TECHNICAL DIGTIONABI OF ENGINEERING AND INDUSTBIAL SCIENCE 
IN SEIEN LANGUAGES-ENGUSH, FBENCH, SPANISH, ITALIAN, 
PORTUGUESE, BUSSIAN, AND GERMAN. Compiled by Ernest 
Sr. A'fwg , M I E £ . M I Mech E , m collaboration with leading Authonties, 
complete with indez to each language In five volumes Each in crown 
4to, Duckram gilt, £4 4s. net complete 
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PITMAN’S 

“ART AND LIFE” 

SERIES 

Gekekal Editor 

WRIGHT WATTS MILLER, B.A. 

London (First Class Hons ). M Ed , Manchester 
Late Campbell Clarke Scholar, Umverstty College, London, 

Lecturer of the Borough Road College, and to LCC Literary 
Institutes and the Workers’ Educational Association 

A new senes of popular introductions to literature, the arts, and 
other subjects of general interest The volumes are specially 
mtended for evemng students voluntarily attending the cultural, 
non-vocational classes held by the L C C Literaiy Institutes, the 
Workers’ Educational Association, and the Umversity Extension 
Beards, and for all general readers mterested m self-culture 

ECONOMICS. THE STUDY OF WEALTH 
ByA L Gordon Mackay, MLitt, M A, MEcon ss, net 

BOOKS. AN INTRODUenON TO READING 
By Wright Watts Miller, B A , M Ed , Manchester. 5s, net 

ART: AN INTRODUCTION TO APPRECIATION 
By Rayaiond CkixoN, A R C A , Lecfttrer at (he Chelsea School of 
Art 5s. net 

THE FILMS: THE WAY OF THE CINEMA 
By Andreev Buchanan 5s. net 

THE THEATRE 

By Malcolm Morley With a Foreword by George Arliss 
5s net 

MUSIC : An Introduction to its Nature and Appreciation 
By W J. Turner, Miistc CrtUc of The Nero; Statesman 55 net. 

IN PREPARATION 

PSYCHOLOGY 
By Dr Emanuel Miller 

Each m large crown Svo, cloth, about 200 pp 5s net 


Sir Isaac Pitman & Sons, Ltd , Parker St , Kingsway, W C a 
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COMMON COMMODITIES 
AND INDUSTRIES SERIES 

In each of the handbooks m this senes a parbcalar product or industry is 
treated by an expert \mter and practical man of bnsiness Begmmng wi& 
the hfe history of the plant, or otiier natural product, he follows its devdop* 
ment until it becomes a commercial commodity, and so on though the vanous 
phases of its sale in the market and its purchase by the consumer. Industries 
are treated in a similar manner 


Each book m crown 8vo, illustrated 8b. net. 


ABbestoa 

Bookhmding Crott and 
Industry, The 
Boobs bom the US. to 
the Bookseller 
Boot and Shoe Indnstry 
Broshmoking 
Carpets 

docks and Watches 
doths and the Cloth 
Trade 

dothing Trades Industry 
Coal 

Coal Tar 
Coflee 

Concrete and fiemloroed 
Concrete 
Copper 


Cordage and Cordage 
Hemp and Fibres 
Com Trade, The British 
Cotton Spinning 
Engravmg 
Explosiyes, Modem 
Fishmg Indnst^, The 
Faraitue 
Fnrs 
Glass 

Gums and Besins 
Jute 

Knitted Fabrics 
Linen 

Locks and Loekmaking 

Meat 

Paper 

Photography 


Pottery 

Bice 

Bubber 

Silk 

Soap 

Sponges 

Stones and Qnarrles 

Sngar 

Snlphnr 

Tcfli 

Textile Bleaching 
Timber 

Tm and the Tm Indnstry 

Tobacco 

Weaving 

Wool 

Worsted Industry 
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The fotlowmg CateUagiu^ wtU be sent, post free, on app/teafton— 
Educational, Technical, Law, Shorthand, Foreign Languages 
Art and Crafts, and General 
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